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How to Create a WIOA Application in CalJOBS

This section describes how to create a new WIOA Application in CalJOBS step by step.

For Staff Access and how to Register a Jobseeker, please refer to Help Sheets 1 (How
to Access CalJOBS) and 2 (How to Register a Jobseeker in CalJOBS).

Creating a WIOA Application:

1. Tofind an individual, search for the participant using a unique identifier such as
SSN or username by clicking “Assist a new Individual”, otherwise navigate
towards the left navigation panel and click on the participant’'s name located on
the top portion of the bar under the Currently Managing yellow tab.

El Quick Search ]

[Enter Search... | @ E

[ Currently Managing

RIVAS, ERNEST

Service Tracking: ON

Release Individual

Assist a new Individual

= My Staff Workspace i

My Staff Dashboard

My Staff Resources *

My Staff Account

Directory of Services

El Services for
Workforce Staff

Manage Individuals 3
Manage Employers *
Manage Resumés *
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2. Once you click on the participant’s name, you will notice that the system will
show a series of folders containing links within the each folder. These folders will
help the user access other parts of the system. To create a new WIOA
application, navigate towards the Case Management Profile link under Staff
Profiles. If the folder appears collapsed, you may expand it by clicking on the (+)
icon located to the left of the folder name.

(= = My Individual Profiles (= = py Individual Plans (= = staff profiles
[=1 " personal profile == Employment Plan Profile [=1 2 General profile

[ General 1nformation
@ Background
[ Activities
a Memag
[= ) search History Profile
0 20bs
] Emplovers
D Pregrams
D Occupations
[0 1ndustries
a Areas
[=] ) self Assessment profile
(3 10b skills
[ personal skills
[ work Interests
[ work values
[ Tools and Technology
[ pultiple
[=] ) communications profile
D Mezzages
@ Correspondence
] Templates
] Subscriptions
[ Email Log

Expanded view of the system folders

[ resumés
3 18b Applications

[J online Application
[ virtual Recruiter

o Employment Geoals

B = Training Flan Profile
[ classreom Training
[ online Training

[=1 2 Benefits Plan Prefile

[ werkforce Innovation and

Opportunity Act (WIOA

[ Trage Adjustment
Assistance (TAAY

[ other Benefits
[=1 " Einancial plan Profile
[J Financial Literacy
O owerall Budget
[ Training Budget
[ Transition Budget

D Summary

D Case MNotes

[ Activities

[ pocuments Staff)
[} Identity Issues

E = Case Management Profile

D Case Summary
D Programs
[ plan

D Assessments

== Report Profile
] Tracking
[ statistics
[ combined Assessment

[ Laber Exchange

- Case Management Praofile

Click on the (+) icon located to the left of the folder name

a. Once you expand the Case Management Profile folder, locate and click the
Programs link (note that both the folder name and link are now in red font, this
indicates that you are currently in that particular section of the system), the
system will now show a container right under the system folders with links to
the different Federal Programs that CalJOBs currently supports.
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Case Summary Programs Plan Assessments

Show Filter Criteria

-+ Wagner-Peyser (WP) Program - 1 Application
-+ Trade Adjustment Assistance (TAA) Program - 0 Applications

<+ Workforce Innovation and Opportunity Act (WIOA) Program - 1 Application

The links to all the available programs are shown above.

3. Next, locate the Workforce Innovation and Opportunity Act (WIOA) Program link,
you can expand this link by either clicking the (+) located on the left side of the
link, or by clicking directly on the link. The Create Workforce Innovation and
Opportunity Act (WIOA) Program link appears.

— Workforce Innovation and Opportunity Act (WIOA) Program - 1 Application

Create Workforce Innovation and Opportunity Act (WIOA) Program

4. Click on the Create Workforce Innovation and Opportunity Act (WIOA) Program
link to open a new WIOA application.

— Workforce Innovation and Opportunity Act (WIOA) Program - 1 Application

Create Workforce Innovation and Opportunity Act (WIOA) Program S ———
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Please note that if there is currently an open application from another agency under LA
County or if an existing application has not yet been exited, you will get the following
system error. If the individual has an open application under our LWIA, you must work
under the existing application through co-enrollment with the agency.

The page at https://trainingsc2.geosolinc.com says: %

An open WIOA Application exists for your LWIA/Region.

" e

5. A new application opens. The WIOA application is an 8-tab process. In the Start
Tab, you will need to enter the application information such as application date,
Eligibility information (if the participant is applying for Intensive services), agency
code and Office Location (Note: Under WIOA, eligibility for each of the WIOA
formula grants must be entered separately).

| WIOA Wizard
Start Confact Demagraphics Welzran
& Py e P
- - - -
Emglayment Education Samiers Elgluiity and Grants
e i i) i
- - -
ldentifying |nformatio
i@
Username/Login Name: OLIVER
User |D: TEepE
State |D: 4488
User Account Create Date: B1r2012 10:30:58 AM
WIA Converted Application 10: Mot applicable
Currently Participating In
Iél
Currently participating in the following programs:
Wagner Peyser: Application Date: 08/1802012
Participation Date: 081872012
1 Application/Registration Information
I@I
= Application Date: [mnvadiyyyy) i) Today
Adult Eligibility: +
Adult Eligibility Date: :mm'cc.'ww:-l@ Toda
Dislocated Worker Eligibility:
Youth Eligibility:
| Location Informatio
1 |@|
« Local Area/Region: Los Angeles County Department of Community, and Se
= Dffice Location of Responsibility: | 00145 LA Works JS L |
- Office Location: [D0T45 LA Werks 15 Ll
Apency Code: Agency Cods Search
|LFc | - JLAC Family Community Dev.

Exit Wizard




Los Angeles Community and Senior Services

a. Check the applicable Eligibility box if participant is applying for such service
and enter the eligibility date.
(Note: If you do not enter an application date and eligibility date, you will not
be able to continue the application.)

Adult Eligibility: o

Adult Eligibility Date: [mnvddiyyyy) Tods
Dislocated Worker Eligibility: ]

Youth Eligibility:

b. Select the agency code by clicking on the Agency Code Search link. In the
search field, type “LAO” to bring up LA County agency codes.

Apgency Code: Agency Code Search

LFC |- |LAC Family Community Dev. (Note: Although the system does
not require to input the agency

code, LA County requires all
agencies to input agency codes.)

TEa Ty SANT 00 A7 5000y Dy [E 0] B AERT0 T 1 2 CATA Gl Pa
SRR BB W LT B AN & R pwied

Clicking the link of the Agency Code
Search field will bring up this window.
Click on the Search button.

Make sure to select the agency with
the “LAQ” preceding the name of the
agency.

c. Select the appropriate Office Location from the dropdown list. Please note
that the Local Area/Region will always be Los Angeles County Department of
Community, and Senior Services.

|Q|
+ Local AreaReglon: [Los Angsias County Deparimen of Communfly, and 52 v
+ Offica Location of Responsitdity: [00125 LA Warks IS T
+ Offics Locstion: [O155 LA vz 5 v] 6

Agency Code: ¢ Code Saarcn

re -
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*Please make sure to select the correct Office Location that contains “WIOA” preceding

the agency name, i.e. WIOA — Antelope Valley — AJCC.

d. Select the Case Manager for the participant. Click Next.

Staff Information

Current Case Manager. Case currently Mot Assigned to a Case Manager

Click the Assign Case Manager link to assign a

Assign Case Manager
Assign Me
Remove Case Manager Assignment

]

Previous Case Manager:

staff member.

(Note: Although assigning a

Exit Wizard

-

case manager is optional in

A

o

the system, LA County requires

\

Clicking Exit Wizard will exit out of the application
form without saving changes.

\

continue to next page.

Click Next to save entered information and

all individuals to have a case

manager.)

6. Complete the Contact Information tab for the individual. Click Next.

R Cortact intormaton | -
w
«First Mame Coaw
Mdde Intial
Mailing Address
» Last Noee Pomluing sl o g Jr . 5,
5. PO, etz | —
- 3 | Btaff has reviewsd this address for comsctness
« 3N [da met erter danhen g e40'% Ed 134
1553359991 o
! Check here to use the residential address information
[ Yaesty | Seqn | Undodd | Link ' Miaw |
«Mail Address 1: 1200 W 7TH ST
vl Adress 2 [
=Mailing City: Los Angsles
<Addens | 05 W T «Mailing State:
Adboei 2 «Mailing Zip/Postal Code:
(= i
B s fgve « Mailing Country: [Unites States v
» State Cadurras v
« Courty Favish Lo Asgeies Coure v
» 2.2 Alternate Contacts
«fip Code §00tT L5 2ip Cose |
Manape Alternate Lontacts
- et ke v Manage Alternate Contacts
| Wity Seao | Utaed | Lok | Yaw |
¥ Druws Leense
No Contacts for individual
< Primary Phose Nember 218 [\ (WS (et

« Primavy Phose Type Cut bictde Fozee @

Alternative Proce Ext ! Check here to allow saving of a partial application
Alermaties Prone Type
Fax

Esail
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a. Verify that the Contact information is correct. Make certain that the SSN and
Address are verified by clicking on the Verify link located under the SSN field and
under the Country field respectively. Select the appropriate documentation for
verification.

b. Verify that the mailing information is correct. Add Alternate Contacts if applicable.
To create an Alternate Contact list, click on the Manage Alternate Contact(s) link
located above the Contact List section.

Tharw ste ro covkicts Y the Indwdus

ca

Cavfurna v

Shte

b
* Pyane e
Etwd Assrecs
Reuterang Nore Setncies
O Des oo

Dte conlact & Koger wnd (v 0 yyyy)

Click on the Add New Contact button to add a
new contact. When done, click Save.

c. When done completing the second page of the WIOA application, click next to
save the information and proceed to the next screen.

*If you must go back to the previous screen, use the : P button located at the
bottom of each page. Do not use the back button from the browser as the information
that was just entered will not be saved.

*Selecting the

[icheck here to allow =awing of a partizl application

box will save the information up to that

particular point in the application if you need to work on it at a later time.

2015
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7. Verify and enter any missing information on the Demographic Information page.

Click Next.

Demographic Information

« Date of Birth:

Age at Earliest Eligibility:

= Gender:

= Registered for the Selective Service:

Selective Service Registration Date:

«Authorization to Work in U15:

= Considered to be of Hispanic heritage:

= Race - Ethnicity:

« Considered to have a disability:

Type of Disability:

Selective Service Registration Number:

[ Werify | Scan | Upload | Link | View ]

21 {Today's Age: 21)
® pale O Femak

Selective Service Website

[ves

Ll

[ ¥erify | Scan | Upload | Link | View ]

1
—

[ Citizen of U.S. er U.5. Teritory

Ll

[ ¥erify | Scan | Upload | Link | View ]
' Documentation in Case File

O Yes @ No
(] African American/Black

[ American Indizn/Alaskan Mative
W Asian

) Indian | Pakistani
|| Bangladesh [l Bri Lankan
| Mepaless || Gikkimess
|| Bhutanese ¥ Japanese
¥ Chinese ) Korean
| Mazlaysian Ll Thai
) Laotian ) Cambodian
| \istnamass L} Filiping
) Other Asian

) Hawmiian/Other Pacific Islandsr

) White

1] do not wish to answer.

O Yes ® No
[ Werify | Scan | Upload | Link | View ]

| Mone Selectad
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8. Enter and verify the participant’s Veteran Information. Click Next.

Transitioning Service Member
= Transitioning Service Member: O Yes @ Ng
Type of Transitioning Service [ Mone Selected v
Member:
Estimated Discharge Date: [ ] immicdyyyy) Toda
Veteran Information
= Eligible Veteran Status: @ Yes <= 180 days
2 Yes, Eligible Veteran
0 Yes, Other Eligible Person
® No
[ Werify | Scan | Upload | Link | View ]
Obtain DDZ14
= Served more than 1 tour of duty: O Yes @ Mo
Military Service Entry Date: I:l [mmiddiyyyy)
Military Service Discharge Date: I:l (v ddiyyyy)
= Campaign Veteran: O Yes @ No
Campaign / Expedition link
=« Disabled Veteran: | Mo ks
Recently separated weteran [within the -,
last 48 months): §es @ho
Calzulated Months from Eligibility Date not available.
Attended a Transition Assistance O Yes @ No
Program [TAP) workshop within the N -
last 3 years:

10
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9. Enter and verify any employment information in the Employment tab. Click Next.

Emiployment Information

Mo Employment History

« Employment Status: | Mot Employed b |
[ Verify | Scan | Upload | Link | View ]
.ng;Tpluyed Individual is Under- ¥as Mo * Mot Applieable
+ Receiving Unemployment | Mans Sekected v
‘Compensation:
[ Verify | Scan | Upload | Link | View ]
Number of Weeks Unemployed:
Meets Long Term Unemployment
Definition:
Current or Most Recent Hourly Rate dl:l
Pay:
Search Onet
Oecupation of Most Recent -
Employment Prior to WIATWIOA
participation [if available):
«Farmwerker St
Type of Qualifying Farmwork: | None Selected v
Employment History
Company Name City Job Title (Occupation) Start’End Dates Action

Add Employment History

Note: You will see the dislocated
worker category when the individual
is eligible for dislocated worker
eligibility.

Dislocated Workar Category:

' Category 1: Terminated or lsid off, or has recsived noties of termination or layoff, and is eligible for or has
exhausted entitiements to UC, and is unlikely to return to previous industry o cccupation.

© Category Z: Terminated or laid off, or has received notice of termination or layoff, and has been employed for
sufficient duration {based on state policy) to demanstrate workforce sttachment, but is not eligible for UC due to
insufficient earnings. or the employer is not covered under the state UC law, and is unlikely to return to previous
industry or occupation.

© Category 3: Individual is terminated or laid off, or has received notice of termination or layoff, from employment as a
result of the Permanent closure of or substantial layoff at 3 plant, facility or enterprise.

Category 4: Individual is employed st 3 facility at which the employer has made 3 general announcement that the
facility will close. Enter the date the facility will chose (if known) in the Projected Layoff Date below.

© Category 5 Individusl was previously self-employed (including farmers, ranchers and fishermen), but is
unemployed dus to general economic conditions in the community of residence or because of natural disaster.
Record the last date of seff-employment in the Actusl Layoff Date.

' Category & Displaced Homemaker: An individual who has besn providing unpaid services to family members in
the hame and has been dependent on the income of anather family membser but is no longer supported by that
income; or is the dependent spouse of 3 member of the Armed Forces on active duty and whose family income is
significantly reduced becawse of a deployment, er a call or order to active duty, or a permanent change of station, or
the service-connected death or disability of the member; and is unemployed or underemployed and is experiencing
difficulty in obtaining or upgrading employment.

' Category 7: The spouse of 3 member of the Armed Forces on active duty, and who has experisnced 3 loss of
employment as a direct result of relocation to accommodate a permanent change in duty station of such
membsr.

' Category B: The spouse of a member of the Armed Forces on active duty and who is unemployed or
underemployed and is experiencing difficulty in obtaining or upgrading employment.

® Mone of the above. Individual doss not mest the definition of Diskecated Weorker,

[dartty | Scan | Upload | Link| Visw]

Projectad Layoff Dats: I:Imm

Actual Layort Dats (1 gatelantne | I Togmy
Tutura, p pty): Lo

Attandad a Group Onentation (RapM o vas @ wg

Rsaponss):

Most Recant Data Attendad Rapid = .

Respanss sarvics [ I—
Ewvant Saarch

Diocstion st 1

‘Search Individual Employmant History

Dislocation Empioyar: I |
Empiloysr Address 1: I |
Employsr Addrass 2: I |
Employer iy —
Employer stte:
Emplogr 2 —

Dislecation Hourly Wage

I

11
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10. Enter and verify the participant’s education information in the Education tab. Click
Next.

le

« Curmant Highaset School Grade Complstad |from 10t Grade Comoeted v :
ragletration): | e |
-Eﬁw Highast School Grads | 10 Bi=mentary/Sacondary schodl grades compistd W |

[ Vrity | Scan | Upioad | Link | Viaw]

= Sehool Status: [ Wan= Saecied v |

[Marify | Scan | Upload | L

=|Wi0a) Attending any School |par state definiticn)

Excluoing Adult Education:

i

[ Veriry | Scan | Upioad | L

i

11.Enter the public assistance information on the Public Assistance tab. Click Next.

Public Asslstance
7]
Individual or member of a family that iz receiving, or in the past & monthz haz received, the foliowing:
« TANF: O Yes @ Na
[ ertty | Sean | Upinad | Link | View]
= Supplamental Security Income | 551} O Yas @ Mo
[ Warity | Scan | Upload | Link | Wiow]
+ Stata or Local Income-Based Pubilic & eslstance O Yas @ Mo
| Genaral &sslstanca): ' '
[ Warity | Scan | Upload | Link | Wiow]
= Supplamental Nutritizn & esletanca Program O Yas @ Mo
{EHAP): ' )
[ Warity | Scan | Upload | Link | Wiow]
+ Risfuges Cash 2eslstance (RCA) O Yas @ Mo
[ ertty | Scan | Upioad | Link | View]

Individual receives, orin the last § months, received:

« Riacalving Social Sacurity Disabdiity Insuranca O Yas @ Mo
Incoms | 5504}

[arify | Sean | Upload | Link | Wisw ]

Individual cumentiy meetz the following:

« Ricalving, or has besn notifled will recatvs, Pall O Yas @ Mo
Grant: ' '

12
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12.Enter and verify the participant’s barriers in the Barriers tab. Click Next.

1]
= English languags laarnar O Yes @ Mo
[erify | Scan | Uptoad | Link | Wisw]
« Baslc skille daTiclant O Yes ® No
[varily | Scan | Uplcad | Link | Visw]
Lddihiew Baslc skllle scores: Click Hara
= Homalags: O Yes @ Mo
[erify | Scan | Uptoad | Link | Wisw]
« Offander - Individual has besn armestediconvicted of :
a ; 2 Yes ® No
[wriry | Scan | Uptoad | Link | \isw]
L]
Conslkdarad to have a disabiiity: Ma
~Dipacog o
[Warify | Scan | Uptoad | Link | Wisw]
Masta long tarm unemploymant definftion: Ma
« 'Within 2 years of exhausting TANF Ifatima a5 Mo
aligibity:
Cidar Individusl {ags 55 and oldar): N
= Hawallan Nathva: ez @ Mo
Hawaiizn or Pacific Islander is nof selecfed a5 & Race for this individusl Please updafe the
Demographizs section if this is nof acowrafe.
« Amarican Indlantataskan Nathva: Na
« Singla Parant {Including single pregnant women]: o v @ Ng
« Individual facing sutistantial cuttural barrers: O Yes @ Mg
« Eligibla Migrant Saascn Fanmvorker as definad in .
san 187)1]: & Yes = Mo
= Mastes Govarnors speclal barrlers to employmant: o vee @ po

13




Los Angeles Community and Senior Services 2015

13. Enter and verify the participant’s family income information in the Family Income
tab. Click Next.

Family Income
7]
« Dua to the Individual's disablity, they ) vae @ ng
qualify as a Family of 1: ' i
Low Incomse has naot bean estatilshed fased an previous entes. Tharatora, low Incame will b2 iased an family slze and Incame. Family slze and
Incmee ans requined entres
« Family Slza: WmeDeesisd ¥
[ Marity | Scan | Upload | Link | Visw]
= Annualizad Family Incomsa: yona Daianiad
[ Wity | Scan | Upoad | Link | View]

Incoma Tatls 8 http “ww,[aijob((aga\r vesneProgramy/ Applicat WIA/incometable. avpx lenc=
Income Level Guidelines
Effoctve Date 7117/2016
\
1 " 10740
. . 2 14930 17600
(Note: Click on the income 1 20090 24108
table link for help on income 2 oo e
5 28440 ¥
guidelines.) [ 25670 s
7 %730 4718
[} 0290 sine
For oach addtional persoe in a 4140 per person 5471 pet person
family above eight, add
* When Poverty value i greater than Income vakee. use Poverty value for low income

14. Complete the Miscellaneous tab. Click Next.

7]
«Zang Status: MUA L
« Youth of Incarceratad Parant: O Yes @ N
Parode Humibar:
« Subetance Abues: O Yes @ Na
‘Without Health Care Bensfita: O Yes @ Na
L]

14
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15. In the Eligibility and Grants tab, you will have the opportunity to see the eligibility status
for your participant. Also, here’s where you specify if the participant is to be enrolled for
locally funded grants or other special grants. Click Finish when done.

The Priority column will

Applicant Eligiblitty
have the acronyms %
Applicant masts tha dafinttion Tor low Incoma: No listed on the last row.
(VET,BSD,PA,LI,SLP)
Incoms Tabis: Incoms Table
Priority |  Exce-_oniLimitation Reasoniz) Not Eligile Checking any of these
ASC Sanioes Undztermined : N ASC Sugimty Dae. Inactive / |nact|ve'b'oxes _W'” lrejnder
T = the participant ineligible
- v “a e v : ppe— - for that particular WIOA
Youl Undetarmined N Yiouth Slgiility Dale. nactve program.
WET = \etaran, S50 = Sasic Sis Defician, Pa = Pusilc Assistance, L= Low Income, SLP = AJEEonal Prionites
wa Checkboes
@
Nationsal Dlslocated Workar Grant NDWS: R TR pesn—
Statewida &dult Elgibiity: @ ves © No O NOLADDiCIDIe nactve \
\ The WIOA Grant Eligibility
Statewkis Dislocated Worker Elgioiity: Yas O Mo Nol Appiicatie nazte section is automatically
Applicam 9025 nol mast e requirsmeants far Staiwiis Ciskocaizd VWorkar sBgioity. prepopulated based on the
information from the previous
Statewide Youth Elgibiity: Yae O Mo @ NolApEKae et tabs. You may specify if
Appikcan does ol meet the requiraments for Stateatde Youlh iy, additional grants are necessary.
Statewiaa Incumiant Workar ENginity: © Yes © Mo ® Mol Appilcatie inactve
Statewida Rapld Responss Additional &sslstance vas oMo ¢ Nt ATDUeamE !
Engiziity: AL nactve
Applizam doss not mest e requirsmants for Saeaide Rapkd Response Additional Assisiancs sginity.
:
)
Non-Wi0A Spactal Grants: ©Yes ©No ® NotAppcaDi mEcTE
Local Fundsd Grants: @ ves © No @ Nl Appicatie nactve
'
: @
Grant Type Grant ID Grant Name ETANL ocal Grant Code Date Added Action
Mo recards faund
\iaw Avallabis Srams
Staf? Eligibiitty Infommation
@
Currant Cass Managar: Casa curranty Nol Assignad fo a Case Managar
.ﬂﬂﬂﬂﬂ Cass MB.HQK
Apsinn Ma
Ramove Cass Managsr Asslgnmant
If you want to add a case note ]
you may do so by clicking .
“Add a new Cast Note” at the Comments:
bottom of the tab. \
‘ | Spall Check |
| 1 Addanew case nats | Show Fiter Critena |
1] Create Date Subjact Action
Mo data found.
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